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ABSTRACT

Britain's National Vocational Qualifications (NVQs)
are work qualifications that measure what an employee or potential
employee can do as well as how much he or she knows and understands
about a particular job. Used as written proof of usable workplace
skills that can be put to profitable use by an employer, NVQs range
from basic Level 1, for everyday routine tasks, up to Level 5
professional skills, providing a way to develop skills and build a
career ladder that benefits both employer and employee. This packet
contains NVQ competency lists for the following information
technology occupations: (1) information technology, level ! (central
computer operations, network computer operations, and stand-along
computer operations; (2) information technology, level 3 (central
computer services supervision; computer network system investigation
and installation, information systems analysis and design,
information systems delivery and support supervision, information
systems design and production, information systems installation and
support supervision, multiuser computer system investigation and
installation, network computer services supervision, stand-alone
computer services supervision, and stand—-alone computer system
selection and installation; and (3) information technology, level 4
(central computer services management, computer network system
selection and installation supervision, customer implementation
support, information systems analysis, information systems production
supervision, multiuser computer system selection and installation
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information technology for end users, levels 1~-3 (using information
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NV QS - better qualifications for work

NVQs are the work qualifications that emplovers have
always heen asking for, because NVQs measure what you
can do. as well as how much you know and understand
about the iob you do.

Practical, work-based qualifications

An NVQ 1s the 1deal qualification for people who intend to
work, or already work. in a particula; industry. service ot
business On-the-job trammng is more relevant than book-
learning, so the ability to run an organisation ol repair a
motor vehicle 1s what counts, rather than having GCSEs.

For every industry and business

NVQs are already available for most kinds of worl: (and the
range 1s constantly being added to. in order to meet new
employment needs).

NVQs are written proof of usable workplace skilis which can
be put to profitable use oy an employer straight away. They
range from basic Leve! 1, for everyday routine tasks. up to
Level 5 professional skills — so there's a way to develop skills
and build a career ladder that benefits both employer and
employee

For every kind of person

There 15 training for NVQs, but there’s no laid-down course
of study: someone - anyone of any age. provided they're
over 16 — who can prove the ability to do the job, with the

required degree of skill. is entitled to be assessed for an
NVQ.

An NVO 1s recognition and certification of someone’s abihty
to perform specific tasks. It may involve study to reach the
appropnate level. On the other hand. some candidates or
employees may already possess the necessaty skills -
acquinng an NVQ certificate can be valuable recognition of
those skills, especially 1n areas where previously no formal
qualification existed
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NVQs
Information Technology
Level 1

Centra! Chmputer Operation NVQ Level |
Network Computer Operation NVQ Level 1

Stand Alor.e Computer Operation NVQ Level 1
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Informatlon Technology

Level-1’

Central Computer Operation
NVQ Level 1

Receive hardware

Take delivery of hardware

Take care of and operate system peripherals

Catry out defined equipment cleaning and hasic
maintenance procedures

Operate and monitor pernpheral hardware

Respond to penpheral messages

Set up and unload computer system peripherals
Carry out application set-up procedures

Remove output from pnnter and store prior to distribution

Monitor for and respond to hardware problems
Monitor hardware for faults
Recognise. record and respond to problems as they occur

Maintain records of activities

Handle data storage media
Take media from store

Return media to storage
Handle storage media safely
Label storage media

Clean storage media

Handle consumables

Draw and record usage of consumables
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Information Technology .
Level 1 = =~ . . s

Network Computer Operation
NVQ Level 1

Receive hardware

Take delivery of hardware

Monitor for and respond to hardware problems
Monitor hardware for faults
Recognise, record and respond to problems as they occur

Maintain records of activities

Operate network equipment
Start up network
Operate and monitor network

Close down network

Maintain records of activities

Take care of network equipment

Carry out defined equipment cleaning and basic
maintenance procedures

Set up network hardware for use

Maintain records of activities

Handle data storage media
Take media from store

Return media to storage
Handle storage media safely
Label storage media

Clcan storage media

Handle consumables

Draw and 1ecord usage of consumables
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Informatlon Technology;

‘Level 1

Stand Alone Computer Operation
NVQ Level 1

Receive hardware

Take delivery of hardware

Take care of and operate stand alone computer
system hardware

Carry out defined equipment cleaning and basic
maintenance procedures

Set up hardware ready for use

Power up and power down equipment

Use software on stand alone computer system
Initiate software
Create new files
Edit existing files
Output data/text as required
R BN N T Remove output from printer/plotter

L Do . L Distribute all job output

Terminate programs

Operate stand alone computer system
Set up necessary media/peripherals for use

< . Start up system

Recognise ertrors and take appropnate action
. o . C Use operating systems commands to manage files

Close down system

Maintain data stored on data storage media
. ' _ _ : Monutor and control the contents of data storage media
oo Monttor and maintain the stotage of files
IR Protect data stored on media
Carry out data restore operations using utility programs
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InformatlomTechnology»«
Level-1* :

Handle data storage media for stand alone
computer system

Take storage media trom store
lJse storage media
Clean storage media

Store sterage media

Handle consumables

Draw and record usage of consumables




BTEC - builds better qualifications for work
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BTEC s the Business & Technology Educatien Council. an
independent bodv which awards Naticnal V-cational
Qualifications (NVQs).

BTEC authonses firms or colleges i¢ zarry out NVQ tiaming
and assessment. It also appoints external vernfiers who
check that trainees’ work meets NVQ standards.

BTEC itself does not do NVQ traiming But it constantly
monitors the providers and assessors t¢ ensure that NVQ
trainees develop the necessary skills to the standards
required tv industiy

Your next step

Please see your training officer or personnel department,
talk to the local careers advisory service, or contact
colleges in your area. Your Training and Enterprise
Council may also be able to help.
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NVQS - better qualifications for work
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Practical, work-based qualifications

An NVQ 1s the deal qualhficaticn {cr people who inend 1o
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For every industry and business

NVQs are already available for most kinds of work (and the
range is constantly being added 5. 1n order to nieet new
employment needs!.

NVQs are written proof of usable warkplace skills vwhich can
be put to profitable use by an empioyer straight away They
range from basic Level 1. for everyday routine tasks. up to
Level 5 professional skills - so there ¢ a way to develop skills
and build a career ladder that benetits both employer and
cmployae

For every kind of person

There 1s training for NVQs. but there s no laid- dewn course
of study: someonea - anyone of any age. provided thev 1«
over 16 - who can prove the aizilitv to do the job. with the
required deares of skill. 1 =ntitied 00 Le assessed 21 an
NVQ

An NVQ 15 recogmuon and certibacausn of somechs € alality
to perform specific tasks 1t may hvoive study to 1 ach the
. ' appropuiate level On the other hand. somc candhidates
employees may alieady possess the necessary skils -
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NVQs
Information Technology

Level 3
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Information-Technology:

- Levele3:

. Central Computer
Services Supervision
NVQ Level 3

All of these units

Supervise and control systems operation

Monitor systems performance against agreed service levels
Balance daily schedule ini hght of short term changes
Maintain records in the computer room

Carry out shift handover

Control system support

Schedule tactical systems software mainienance perods
Monitor systems software maintenance

Schedule tactical engineenng maintenance penods

Monitor engineenng support

Control application service schedules
Take over shift and establish status

Control nrogress of applications schediiles
Control avallable services according to schedule
Respond to unscheduled 1equests

Carry out shift handover

Supervise provision of application services
Maintain records of customer requuements

Maintain records of system resources avaiable:
Maintamn records of pattern of use 2f system resourees
Maintam master schedule

Monitor actvities and re¢pond 10 CUstomer enquiies

Maintam application system operating procedures

N VO



Informatmn Technology
Level 3. .

Supervise problem identification and resolution

Imuate hardware or software diagnostic procedures

1aise with mamntenance provider in reporung both
Scuipment and service failure

Liaise with customers over prchlens Lxely to affect
service levels

Ensure probiems are resolved
Analyse problem information and staustcs

Take part 1n review of problem resolution procedures

Plan and define changes to hardware or
software configuration

Plan change 1o be executed
Create ndwidual change instructions

Review change plan after execution

Control security procedure
Supeivise physical secunty procedures
Supervise hardware secunty procedures
Supervise data security procedures

Supervise personnel secunty precedures
Plus any two of the following 4 units

Supervise delivery and acceptance of hardware
Arrange delivery of equipment

Carry out acceptance procedures

Document hardware configuratien as mstailed or revised

Assist user in use of new facilities

-_l‘ -




Informatlon" 'ec.hnolom

Manage data storage media library

Mamtam data storage media storage conditions
and procedures

Fnsure that addiucnal sterarye media requirements aie et

Controt destruction of sensiie storage media of
consumables

LIONITGT Procedures tor methia shiary managenent

Control software security procedures

Supervise sottwate secunty procedures

Monitor and maintain consumable stocks
onitor delivenes of steers

Ensure stock checks ana micvement audits are carued
out reqularly

Ensure that additional ccnsumables requirements are met

Ensure records are maintaimned
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Computer Network System
Investigation & Installation
NVQ Level 3

Investigate and document possible
hardware suppliers

Research peasipde hardware saaiinns
ldenuiy possible supplhiers of harevare
Investigate and document possible
software suppliers

2esearch LoEshie soware it

dentify pessibie supphers o soivas

Supervise the acceptance of bought-in
software package

sstablish aceeptance cutena om e ieguirenents
specificaticn

Define package test plans
Define package test data
Define test schedule

Fvaluate 1esuits

Design hardware installation verification tests
Define tosts (¢ exercise essenuial featiies

Defing test data requirements and obtam approvals

eafing test schedule

Observe pavsical hardware installaton and enainears wsts
Fvaluate s

Produce inai repont

Supervise delivery and acceptance of network
Arntange delivery of equupment

Carty out acceptance procedurcs

Document netwoirk configuration as mstalled o revised
AssIst user 1o miake use of now & 1f'14:t'<’s
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" Informat:on Technologw

Leveh3:

Pian and define changes to hardware or software
configuration

Plan change to he executed
Create ndividual change insirucuons

Review change plan after execution
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Information Systems
Analysis & Design
NVQ Level 3

Investigate the requirements for an
information system

Review and agree the mformation reqgaired 1o be gathered

Gather information

Assemble 1esults

Explore alternative designs for an
information system

Review and accept requitements and constraints
Prepare outhine designs for each alterative to be offered
Create functional prototypeis) of selected alternative
design(s) to assist 1n selection process

Design an information system at a detailed level
Review and accept the design requireinents and critena
Produce a detalled design

Document the design

Investigate customer satisfaction with
information systems support

Review live operations of the system

Identfy modifications required and investigate effects

Investigate the effectiveness of an
information system

Agiee ehjpctives

Collect data

Document inoinas

13




_ “InformatiomzTechnology

- Level3X

Information Systems Delivery
& Support Supervision
NVQ Level 3

All of these units

Assemble and test a completed informaticn system
Prepare system Lest data

Set up and test the environment ready for accepung
completed programs

set up the systen: test data. dummy databases and ot
3 )

requinedd clements

Install the system 1o the test environiment
Carry out controlied tests

Evaluate all results

Report on tests

Supervise the installation of software

Agree schedule and targets with staff and customer
Establ:sh sources of tequired start up data

Agree test tasks

Create user and operational documentation

Agree incumentation tasks

Test sccurnity and data protection proceduies
Monitor task execution and eampletion

Product mstallation dehverabies and report

Supervise information system support activities
Define suppoit requiemoents with customer
Mony o1 debvery of suppornt

Hoviow paovion towanhi the custome
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Plus any two of these 5 units
Investigate and document possible
hardware suppliers

Research possible hardware o 5itchs
denuty prssible supplicrs oo hardwaie
Investigate and document possible
software suppliers

Research possible software solutions
Identify possible supphers of sottwate
Supervise the acceptance of bought-in
software package

Establish acceptance critena from the
requirermnents specification

Define package test plans
Define package test data
Define test schedule

Evaluate results

Design hardware installation verification tests
Define tests 1o exercise essential features

Define test data requirements and obtain appiovails
Define test schedule

Observe physical hardware mstalanon and engimneess 1ests
Evaluate 1esuits

Produce final teport

Investigate the effectiveness of an
information system

Agree ohjechives

Collect data

Document tndmgs

‘a




'onzTechnology:
o Level3E

information Systems Design
& Production NVQ Level 3

Design an information system at a detailed level
Review and aceept the design iequileinenis i tnieia
Produce a detalled des:gn

Document the design

Design the software components of an
information system

Accept comgonent design requirements

Define outhne design ot svstem Cemponents

Define modvie breakdown

Take part in component and module desian 1eviews

Assemble and test a completed information system
Prepare system test data

Set up and test the environment ready for accepting
completed programs

Sct up the system test data. dummy databases. and other
required elements

Install the system 1nto the test environme:
Carry out controlied tests
Evaluate all resuits

Repait on tests

Supervise the installation of software

Agree schedule and targets with stalf and uston
Fstablish soutces of requured start up dlata

Agrec tost tasks

Create uner and ope rational deonmeniat o

Adgiee decumentation taske

Test seeunty and data protectieon procedute s
Monitor 1sE execution and completic

Produce matallation deliverables and repes
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Plan and control the production of
software components

Review and accept the cormpenent specification

Agree targeis for compenent producticn
HMoniter progress agamst fuin

Monitor quaiity of work

Carry out regular technica: ieviews
Report t¢ manager

Respond {2 progress and resource problems

23
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Information Systems Installation
& Support Supervision
NVQ Level 3

All of these units

Assemble and test a completed information system
Prepate system test data

Set up and test the enviicnment ready for accepting
completed programs

Set up the system test data. dummy databases and othn:
required elements

Install the system nto the test environiment
Carry out controlled tests
Evaluate all results

Report on tests

Provide customer training
Develop training matenals

Participate in training dehvery

Supervise the installation of software

Agree schedule and targets with staff and customer
Estabiish sources ot requiicd start up data

Agree test tasks

Create user and operat. nal decumentation

Agree documentation 1asks

Test scounty and data prtecnon procedures
Monitor task execution and completion

Produce imstallation deliverables and repon
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Investigate customer satisfaction with
information systems support

Povierr re opetations of the svot

dently oncoanications e eo Gnilnorestiaan el

Supervise information system support activities

DEANE D U ICGIIEINC L SN CLsionn

Slomily delively ol support

Review pravision with the custonye:
Plus any one of these 3 units
Investigate and document possible
hardware suppliers

Research possible hardware seluticns
Idenuify possible suppliers ot hardware
Investigate and document possible
software suppliers

Reseatch possible sctiware soluticns
Idenufy possible supphers of softwaie
Supervise the acceptance of bought-in
software package

Lstablish acceptance cntena an the
TeqUIrEments spectheation

Defne package test ians
Denne Dacsage west data
Doefine st sehedule

Fealiate esiits
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Multi-User Computer System
Investigation & Installation
NVQ Level 3

investigate and document possibie
hardware suppliers

Research possible hardware solutions

[dentify possible suppliers of hardware

investigate and document possible
software suppliers

Research possible software soluticns
idenufy possible suipiiers of softwaie
Supervise acceptance of bought-in
software package

Establish acceptance critera from the
requirements specification

Define package test plans
Define package test data
Define test schedule

Evaluate results

Design hardware installation verification tests
Define test 10 exercise essential features

Define test data requirements and obtain approvals

Define test schedule

Observe phvsical hardware installaticn and engineers -sts
Evaluate results

Produce final report

Supervise delivery and acceptance of hardware

Arrange dehvery of ecuapment
Carry out acceptance procedures

Document hardware configuration as installed or revises

Assist user i use of new facihties
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Intormatlom'l"ochnologw .

Levely35

Plan and define changes to hardware or
software configuration

Plan change 1o be executed
Create individual change mstrucuons

Revie-w change pian after excunon

LW
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“ InformatiomTechnology

| Levekd®

Network Computer

Services Supervision
NVQ Level 3

All of these units

Supervise delivery and acceptance of network
Arrange delivery of equipment

Carry out acceptance procedures

Document network configuration as istalled or revised

Assist user to make use of new aalities

Supervise network performance and configuration

Monutor the network performance against agreed
service levels

Maintain network configuraticn documentation

Implement configuration changes o network

Control network support

Schedule tactical network equipment maintenance periods
Monitor engineering support

Schedule tactical Hetwolk sottware mancnance penods
Monmtor network sottware suppott

Supervise network problem identification

and resolution

Imnate hardware or sottware diagnostic procedies

Liaise vath maintenance provider i epeiting both
equipment and service fatlure

Liaise with customers over problems itkely tn affect
service levels

Fnsure problems are 1egolved
Analyse problem miormaton and statstes

Take pait in 1eview of problem resolution procedures

8
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Plan and define changes to hardware or
software configuration

S UDANG LY e ede

Control network security procedures
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Plus one of these 2 units
Manage data storage media library
Llaman satastorage madia sirnas ndiuons

ana yroosdures
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Stand Alone Computer
Services Supervision
NVQ Level 3

Install and configure stand alone systems hardware
Agree suitable hardware configuration with uset

Agree sutable configuration of machine and penpherals
for the required use

Plan agreed hardware installation or re-configuration
Qversee nstallation of hardware
Install any additional boards required

Qversee any re-configurnng or up-grading of system

Install applications for users on stand alone system
Agree sultable software and hardware with user
Plan agreed application 1nstallation

Install, configure and customise software packaqges 1o
users requirements

Set up software operating environment for package

Monitor and maintain complete stand alone system
Set up and monitor routine maintenance systém

Diagnose problems through sysiematic testing procedures
Liaise with maintenance and repa:r organisations

Monitor maintenance of software angd hardwarce

Train and support users of stand alone system

Demonstrate the operation of the configured systein
to the user

Provide nstruction 1n data back-up and recovery

Provide basic ttaining n using softwaie packages and
hardware configurations

Diagnose user hardware and softwate problems and
suggest solutions

30




Informtnom‘l’echnology.(-' B

Level:33

Manage data storage media library in stand
alone environment

Mamntain data storage media storage conditions
and procedures

Ensure that addiionai data storage media requirements
are met

Control destruction of sensitive data storage media
or consumables

Monitor procedures for data media library management

Control security procedures in stand
alone environment

Supervige physical security procedures
Supervise hardware securnty procedures
Supervise software security procedures
Supervise data secunty procedures
Supervise personnel security procedures

Supervise documentation security procedures

Monitor and maintain consumable stocks

Monitor delivenes of stocks

Ensure stock checks and movement audits are carned
out regularly

Ensure that additional consumable requirements are met

Ensure records are maintained
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NVQ Stand Alone Computer

System Selection & Installation
NVQ Level 3

Evaluate and select hardware in a single
user environment

Research possible: hardware solunens

Evaluate the hardware agamst the cntena

Review results of evajuaton and assist custamer oo
manaagement Lo make seiection

Evaluate and select software in a single

user environment

research possible soltviaie solutions

Evaluate the soitwale againat the critena

Review 1osults of evaiuation and asmsist customer s
management 10 make seizcuon

Install and configure stand alone systems hardware
Agree suitable hardware configuration with uces

Agree sultable conhiguration of machine and petipiei:
for the required usce

rlan agreed hardwaie mstallatgny or 1o cong yoansn
Oversee mistallation of hardwart

Install any additional boards requited

CWersee any te-onnfigunng ooy nadm

Install applications for users on stand alone system
Agree suttable software and hardware with oo
Plan agrecd appheation hstallation

Install, configure and custonuse sftwate pase e,
JSOIS TeQUHCTIE L

Set up software operatng cnviteninent ol pace e
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Train and support users of stand alone system
Demonstrate the rann oone conhigqured svstem

w0 the user
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BTEC - builds better qualifications for work

BTEC 15 the Business & Technology Education Counal an
independent hody winch awards National Vocationai
Qualfications (NVQs)

BTEC atithonses firms ot colleges to carry out NV tramning
and assessment It also appoints external vernfiers who
check that trainees” work meets NVQ standards

BTEC iutself does not do NVQ traiming But it constantly
monitors the providers and assesscrs to ensure that NVQ
trainees develop the necessary skills to the standards
required by industry

Your next step

Please see your training officer or personnel department,

talk to the local careers advisory service, or contact

colleges in your area. Your Training and Enterprise
L Council may also be able to help.

st Edition

March 1994

Issued Ly the Marketing
Services Department
Order code Z 108 -
Pnce code () tfieen
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NVO.S - better qualifications for work

00060600600 00600000006000000006060000600600000000000000000000

Vs are the work gualifications that employers have
Aiways neen asking (o1 because MVQs measure what o
- can do. as weill as hovi much you know and understand
about the joh you do

Practical, work-based qualifications

An NVQ 1s the 1deal quakfication for people who intend 12
work, or already work. in a particular :ndustry, service or
business. On-tne-job traimng s more relevant than book:-
learning, so the abilty to run an organisation Or repair a
motor vehicle 1s what counts. rather than having GCSEs

For every industry and business

NVQs are already available for most kinds of work (and the
range 1s constantly being added to. in order to meet new
employment needs).

NVQs are wntten proof of usable workplace skills which can
be put to profitable use by an employer straight away. They
range from basic Level 1, for everyday routine tasks, up to
Level 5 professional skills - so there's a way to develop skills
and build a career ladder that benefits both employer and
employee.

For every kind of person

There 1s training for NVQs, but there's no laid-down course
of study: someone - anyone of any age. provided they re
over 16 - who can prove the ability to do the job. with the
required degree of skill, 1s entitled to be assessed for an
NVQ.

An NVQ is recognition and certification of someone’s abihty
to perform specific tasks. It may involve study to reach the
appropnate level. On the other hand. some candicates or
employees may already possess the necessary skills -
acquiring an NVQ certificate can be valuable recognition of
those skills. especially n areas where previously no formal
gualification existed.
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NVQs

Information Technology
) Level 4

Page
Central Computer Services Management NVQ Level 4 5
Cumputer Network System Selection and Instaliation 7
Supervision NVQ Level 4
Customer Implementation Support NVQ Level 4 9
Information Systems Analysis NVO Level 4 11
information Systems Production Supervision 12
NVQ Level 4
Multi-User Computer System Selection and 15

Installation Supervision NVQ Level 4

Network Computer Services Management 17
NVQ Level 4
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Central Compute.

Services Management
NVQ Level 4

Plan and control installation of hardware

Schedule delvery. installation and commissiecning of
hardware according 1o defined strategy

Prepate site and layout of equipment

Arrange provision of required systems to maintain required
conditions and power supply resources

Define acceptance procedures

Monitor the delivery and installation of the new hardware
Monitor overall performance of computer system
and advise on additional requirements

Manage system performance against agreed service ievels

Marntain system configuration to ensure required setvice
levels are provided

Consult with customers and management on capacity
requirements

Plan and initate agreed changes to configuration

Establish and monitor support for computer system
Review engineering support requirements

Determine and agree with equipment maintaint the levels
of preventative maintenance needed

Schedule preventative maintenance
Define systems software support requireinents

Define interfaces hetween service provision staff and
support staft

Monitor engineernng and software support

Manage application service levels
Participate 1n service level agreements negotiations
Present service level agreement requgements to staif

T
Monitor performance agans taq’e(’d spvice levels
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Informatnorr'l‘echnologya

Level:b’

Manage resolution of computer service problems
Speciy proplem resolution procedures

Specity {auit and preblem recording 1219 ot

Moniot oonow and 1evise problem resciit T iizredures
Respond o reporis of tecurnng faults

Recoynicye ampact - faulls on servicsd Laved =n T L3ise willh

custome!

Define and control engineering support procedures

Define fault reperting and call-out precedurs:

Define tauil escalauon precedures

Monitor. Icview angd revise engineerny supy - CIOCeCuIes

aros

Respond to reports of defictencies 1n suppes

Manage change and configuration control

Define change and configuration control prooziures

procedures

Implement security policies
Define additional procedures specific 1 ser .7z centre

Ensure staf are famibar with defined socur rocedures

UM UL

Monitor practice of precedures

Respond to any breaches of security
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Computer Network System Selection

& Installation Supervision
NVQ Level 4

Evaluate and select hardware in a multi-user
environment

Produce techmeal specineations {or possibie haraware
sojution fiom customer regul: -ments

Define objectives f{or hardvrare supplier mvestigation and
accept results

Evaluate the hardware agamnst the cntena

Review results of evatuation w.lh customer/projeat
management

Evaluate and select software in a muiti-user

environment

Produce technical specificaiions for pessible softvrare
solution from customer requirements

Define objectives for scitware supplier investigation and
accept results

Evaluate the software against the defined cntena
Review results of evaluation with customer/project
management

Plan and oversee hardware acceptance

Establish features/facilities required to be tested from
requirements specification

Monitor and review progress

Obtain customer acceptance

Plan and controli the instaliation of hardware

Schedwie delivery. installation and commissionig of
hardware according to defined strategy

Prepaie site and layout of cquipment

Arrange provision of 1equired systems to maintam tequued
conditions and powel supply resources

Define acceptance procedures

Monital the dehvery and mstallatuion of the new hardware

40




nformatlon Technology'
A - QlLevelk 4

Define and control engineering support procedures
for networks

Define fault reporting and call-out procedures
Define fault escalation procedures
Monttor. review and revise engineering support procedures

Respond to 1epotts of deficiencies in support

41




Information Tech:

Level 4.

Customer Implementation Support
NVQ Level 4

All of these units

Supervise completed information syster: assembly
and test

Establish test critena and strategy from systemn specification
Define system test plans

Define system test data

Define test schedule

Evaluate all results

Investigate needs and plan for customer training
Investigate training needs

Draw up training plans

Co-ordinate and monitor the effectiveness of training
delivery

Manage the installation of a new system

Define required installation activities

Plan the installation process

Monitor and review progress

Review operational procedures and define possible
amendments

Quality assure and inspect documentation

Arrange acceptance of system

Establish information system support procedures

Review customer requirements and develop support
proposals

Negotiate customer response requirements for support
Agree monitoring and call out procedures
Agree maintenance procedures

Agree review procedures d

42




.4:2:(‘ :w&;.: S *ﬁ’ud‘ﬁ“&“’;f@‘" .

A i s
RSO R R TS S L T __-A'.k"’\u. h-"-D_u-._\ «* .‘4-‘.—-‘ e,

Informatlon Technology.

Plus either of the following 2 units

Evaluate and select hardware in a multi-user
environment

Produce technical specifications for possibie hardware
solution from customel requirements

Define objectives for hardware supplier investigation and
accept results

Evaluate the hardware against the cntena

Review results of evaluation with customet/project
management

Evaluate and select software in a multi-user

environment

Produce technical specifications for possible software
solution from customer requirements

Define objectives for software suppher investigation and
accept results

Evaluate the software against the defined cntena

Review results of evaluation with customer/project
management

Level 4.




'Informatlonﬂ”echnolo
Level:4-

Information Systems Analysis
NVQ Level 4

Develop functional information requirements model
Establish and mode: iniormation requiteiments

Maintain models

Create and maintain corporate data dictionary
Create required models

Maintain models

Co-ordinate the investigation of an existing
information system

Plan the investigation

Define objectives for the investigation(s) and accept.the
results

Finalise documentation and present results

Create a requirements specification
Define scope of requirements

Define objectives for the investigator(s) and accept the
results

Formulate a requirements specification

Justfy and present the requirements specification

Evaluate alternative designs for an information
system

Select a set of possible alternative approaches

Define objectives for design exercises and accept results

Evaluate alternative designs

Present alternative designs to the customer and resolve
implementation requirements

. ;f-f . BEST COPY AVAILABLE
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NVQ Information Systems
Production Supervision
NVQ Level 4

All of these units

Supervise the design of an information system
Identify development constraints

Define and specify acceptance. test procedures and data
Design security and data protection procedures

Design clerical procedures to interface to computer system

Define objectives for the system. designers and accept
design

Prepare final design documentation

Present and justify the design to the customer to gain
approval

Supervise detailed ~nftware design

Review and accept overall system design

Design and specify system acceptance tests

Agree detailed software design clitena

Review and accept design with designers

Present and justify the design {or acceptance

Supervise completed information system assembly
and test

Establish test criteria and strategy from system speciication
Define system test plans

Define system test data

Define test schedule

Evaluate all results

43
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Informatlon Technology
Level 4. .

Manaée the installation of a new system
Define required installation activities

Plan the installation process

Monitor and review progress

Review operational procedures and define possible
amendments

Quality assure and inspect documentation

Arrange acceptance of system

Supervise the production and implementation
of an information system

Review overall project plan and define implementation
targets

Define targets for subordinates

Monitor progress against plan

Monutor quality of product

Take part 1n regular technical review meetings
Report to overall project management

Respond to progress, resource or organisational problems
Plus any one of these units

Evaluate and select hardware in a muliti-user
environment

Produce technical specifications for possible hardware
solution from customer requirements

Define objectives for hardware supplier investigation and
accept resulis

Evaluate the hardware against the crteria

- Review results of evaluation with customer/project
management

0 g




ormatlon Technologyg
' " Level:4:

Evaluate and select software in a multi-user
environment

Produce technical specifications for possible software
solution from customer requirements

Define objectives {or soitware supplier investigation and
accept results

Evaluate the software against the defined cnitena
Review results of evaluation with customer/project
management

Plan and oversee hardware acceptance

Establish features/facilities required 1o be tested from
reqiuurements specification

Monitor and review progress

Obtain customer acceptance

ERICL oo i it T
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Leveh4z:

Multi-User Computer System
Selection & Installation Supervision
NVQ Level 4

Evaluate and select hardware in a multi-user
environment

Produce technical specitications tor possible hardwiate
solution from customer requirements

Define objectives for hardware suppher investigation and
acceplt results

Evaluate the hardware against the cntena

Review results of evaluation with customer/project
managemet

Evaluate and select software in a multi-user

environment

Produce technical specifications for possible software
solution from customer requirements

Define objectives for software supplier investigation and
accept results

Evaluate the software against the defined criteria

Review resuits of evaiuation with custometr/project
management

Plan and oversee hardware acceptance

Establish features/facilities required to be tested from
requirements specification

Monitor and review progress

Obtain customer acceptance

Plan and control the installation of hardware

Schedule delivery, installation and commissioning of
hardware according to defined strategy

Prepare site and layout of equipment

Arrange provision of required systems to maintain recguired
conditions and power supply resources

Cole e o, &‘;» AR A
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Informatlon Technologyn
N ‘Lavel 4

Define and control engineering support procedures
Define fault reporting and call-out procedures

Define fault escalation procedures

Monitor, review and revise engineenng support procedures

Respond to reports of deficiencies in support
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Levek4- -

Network Computer
Services Management
NVQ Level 4

Plan and control the installation of hardware

Schedule delivery. installation and commissioning of
hardware according to defined strategy

Prepare site and layout of equipment

Arrange provision of required systems to maintain required
conditions and power supply sources

Define acceptance procedures

Monitor the debvery and installation of the new hardwate

Manage network performance, development and
configuration

Monitor network performance against agreed service levels

Maintain network configuration to ensure required service
levels are met

Identify needs for network development
Agree required network development

Plan and imtiate agreed changes

Establish and monitor network support
Review engineenng support requirements

Determine and agree with equipment maintainer the levels
of preventative maintenance needed

Schedule preventative maintenance
Define network software support requirements
Define interfaces between network staff and support staff

Monitor engineering and software support

30
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Information' Technology'
. Level 4.

Manage resolution of problems on networks
Specify problém resolution procedures

Specify fault and problem recording procedures

Monitor. teview and revise probiem resolution procedures
Respond to reports of recurrning fauits

Recognise 1mpact of faults against service levels and haise
with customer

Define and control engineering support procedures
for networks

Define tault reporting and call-out procedures

Define fault escalation proceduzes

Monitor. review and revise engineering support procedures

Respond to reports of deficiencies in support

Manage change and configuration control

Define change and configuration control procedures
Audit effectiveness of change and configuration control
procedures

Implement security policies

Define additional procedures specific to service centre
Ensure staff are familiar with defined secunty procedures
Monitor practice of procedures

Respond to any breaches of secunty
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BTEC - builds better qualifications for work \

BTEC 1s the Business & Technology Education Council. an
independent body which awards National Vocational
Quahfications (NVQs).

BTEC authonses firms or colleges to carry out NVQ training
and assessment. [t also appoints external verifiers who
check that trainees’ work meets NVQ standards.

BTEC itself does not do NVQ training. But it constantly
monitors the providers and assessors to ensure that NVQ
trainees develop the necessary skiils to the standards
required by industry.

Your next step - a

Please see you: traxmng ofﬁcer or personnel department
talk to the local careers advisory service, or contact

-, colleges in your area. Your Training and Enterpnse
bouncﬂ may also be able to help.

1st Edition

March 1994 .
[ssued by the Marketing |
Services Department

Order code Z2-1039-4

Price code O (free)
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NV O.S - better qualif.cations for work

---oooo-o---------o---o-o--\----------u---.--o---'--

NVQs are the work qualifications that employers have
always heen asking for, because NVQs measure what you

can do. as well as how much you know and understand
about the job you do.

Practical, work-based qualifications

An NVQ is the ideal qualification for people who intend to
work, or already work, 1n a particular industry, service or
business On-the-job traming is more relevant than book-
learning. so the ability to run an organisation or repair a
motor vehicle i1s what counts, rather than having GCSEs.

For every industry and business

NVQs are already available for most kinds of work (and the
range is constantly being added to, in order to meet new
employment needs).

NVQs are written proof of usable workplace skills which can
be put to profitable use by an employer straight away. They
range from basic Level 1, for everyday routine tasks, up to
Level 5 professional skills - so there’s a way to develop skills

and build a career ladder that benefits both employer and
employee.

For every kind of person

There 1s training for NVQs, but there's no laid-down course
of study: someone - anyone of any age, provided they're
over 16 - who can prove the ability to do the job, with the

recquuied degree of skill, is entitled to be assessed for an
NVaQ.

An NVQ 1s recognition and certification of someone’s ability
to perform specific tasks. It may involve study to reach the
appropnate level. On the other hand, some candidates o1
employees may already possess the necessary skills -
acquiring an NVQ certificate can be valuable recognition of
those skills, especially in areas where previously no formal
qualification exasted.
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; NVQs
Informatio.: Technology for End Users

Leveis 1-3
Page
NVQ Level 1 4
NVQ Level 2 8
NVQ Level 3 _ 13
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: Informatlom_- echnologygfomEnd«Usets:

Levelst1-3:

Using Information Technology
NVQ Level 1

All of these units

Enter data into a computer system

Prepare source data

Enter data into system

Check correct status of resulting data

Check system status on completion

Retrieve and format existing data to generate
specified routine information

Prepare to generate information

Locate and retrieve required data from source

Format retrieved data items and generate required
mnformation

Check and secure resulting info mation

Check system status on completion

Present information to meet defined requirements
Prepare for presentation of information

Output information to meet presentational requirements
Monitor and check presentation of information

Check systems status on completion

Contribute to maintaining the working information
technology environment

Comply with health and safety requirements

Comply with requirements of display screen equipment
regulations

Comply with fire and other emergency instructions and
procedures

Comply with commercial and legislative requirements
Comply with equipment security requirements

Maintain awareness of regulations in force
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InformatioTechmolog

Levelsm1-3%.. -

Pius 4 of tne tollowing b units

Make use of data storage media and other
computer consumable items

Take data storage media from stgre

Use data storage media

Store data storage media

Store documentation

Draw and record usage of consumables

Create and present textual information
Prepare data and system to carry out work
Create textual information

Present textual information

Identify problems and take appropriate action

Check system status on completion

_Produce graphical information for presentations
Prepare data and system to carry out work
Check source material
Create 1mages
Create presentation maternals

Incorporate illustrative maternal into documents from
existing stored data itemns

Review presentation matenals
Identity problems and take appropriate action

Check system status on completion

Create and present numerical information
Prepare data and system to carry out work
Create numerical information

Create numencal information 1n graphical forniat
Present numerical information

Identify problems and take appropriate action

Check system status on completion




B ‘_-:."'- InformatmmT&chm:lomfor End.

Store and produce structured data and information
from a computer based information management
system

Prepared data and system to carry out work

Enter data to a computer based information storage system
Interrogate information system to obtain data

Generate information

Produce standard reports

Identify problems and take appropriate action

Check system status on completion

Process customer transaction and queries using
information technology

Identify transaction requirements

Prepare for transaction entry

Enter transaction

Process transaction

Identify problems and take appropriate action

Check and protect system state
Additional units

Review information technology facilities used
Comment on the features and facilities used

Evaluate system and equipment against health and safety
and display screen equipment requirements

Evaluate user documentation

Review evaluation with others and identify improvements

Organise and maintain own data on data storage
media

Monitor and maintain the storage of files

Retrieve and edit files

Maintain security and control access to data and files
Protect data stored on media

Carry out data restore operations
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Take care of networked equipment and system
used

Ensure equipment 1s maintained in good working order

Carry out defined equipment cleaning and basic
maintenance procedures

Ensure data and system integrity are maintained

Operate distributed computer system terminal

Switch on terminal
Access application processing system

Execute terminal application security procedures

Switch off terminal
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'-'I-nformatlom'l’echnol\gwfonr EndrUsersz

. Levels: 1-3.

Using Information Technology
NVQ Level 2

All of these units

Prepare data and information technology to create
defined product

Prepare data to carry out work

Select and prepare [T facilities to carry out work

Recognise and respond to failure of application to run
correctly

Create and format information from existing stored
data items

Locate and retnieve data necessary to produce required
information

Manipulate data to create required information
Prepare and secure resuits for output

Identify problems 1n creation of information and take
appropnate action

System status 1s checked on completion

Produce information and evaluate product
Prepare for creation of product

Initiate and momnitor production of information
Respond to production problems

Check system status on completion

Review final product

Evaluate available information technology facilities
and use made of them

Review own use of facilities available

Improve own use of facilities available

Review procedures for use of facilities available

Review findings and proposals with others and implement
improvements

Implement agreed improvements and assist others to make

use of them



InformatiomTechnalogy: for: EndsUsersz. -

Plus 3 of the following 6 units
Make use of computer application facilities in a
work group environment

Gain access to and make use of the facilities available to the
work group

Make use cf shared data

Maintain effective working relationships

Create and present complex textual information
incorporating graphical images and diagrams

Locate. retrieve and enter data necessary to produce
required information

Set up data files

Set up templates and layouts

Create required documents

Produce information

Incorporate illustrative material into documents

Monitor and check output of information

Check system status on completion

Review information produced

Create complex information for presentation and
exhibition materials

Review production and presentation requirements including
alternatives for final product

Prepare information to carry out work

Set up templates and layouts and create iInformation to meet
requirements

Create required information and presentations

Produce matenals

Monitor and check production of information and materials
Check system status on completion

Review nformation produced

Maintain library of presentation and exhibition matenals
and information




: lnfo:mtlomT‘échnology;.fprE’ndsl.lsetu

Lavelaﬂ -3,

Manipulate and analyse numerical information
Prepare and enter source data

Set up formulae and caiculations

Test formulae and calculations

Marnpulate and present numer:cal information

Store and document routines

Review information requirements and production

Derive and manipulate complex information
Prepare and enter source data

Generate information from multiple pre-stored data items
Produce customised reports

Monitor and check production of information and reports

Review information requirements and production

identify user originated problems and assist with
resolution

Respond to problems and requests for assistance
Diagnose and resolve problems and respond to user

Ensure unresolved problems or requests are escalated
appropnately

Liaise with support service providers

Additional Units

Create and maintain files and directories
Create new file structures and directories
Delete redundant files

Reorganise file storage

Create backup

Restore from backup

Archuve files

Recover from archive




'lnfatmutlon*TechnolomfomEnd Userss,

Levels1-3.

Set up and maintain file structures for a library of
information

Set up defined file structur.:s to maintain hbrary of
- information

Set up required information structures for storage and
presentation within a library system

Maintain the access and securnty codes of a bbrary
management system

Maintain library system records

Oversee the maintenance of files and file structures
Oversee backup procedures
Oversee file management procedures

Monitor and control data storage capacity in accordance
with defined procedures

Identify problems in file maintenance and take appropriate
action
Communicate electronically using information

technology

Distribute information using electronic communications
facilities

Manage receipt of electronically transmitted information
Manage access to electronically held information held by
self and third parties

Assist and support users on networked computer
application systems

Select appropnate training matenal

Provide basic instruction in the use of hardware

Provide basic instruction in the use of network

Provide basic instruction in data backup and recovery
procedures

Assist user to access available support

Provide assistance on request
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" InformatiomTechnolo Qirgﬁ#ﬁ EndiUsers

1Z - Levelssl=3:

Operate computer network applications and
peripheral hardware

. Ensure hardwatre 1s set up ready for use
Start up network

Momntor for and respond to messages and problems as they
occur

Close down computer systems
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lnfomatlon TechnologwforsE’mLUsers:., T

tLovelm1-3.

Controlling Use of Information
Technology NVQ Level 3

All citnese units
Establish requirements and supervise production of
work using information technology

Review and agree requirements for final production and
methods for carrying out work

Identify and define data and information which 1s to be used
Define methods and standards for production

Set up available 1nstalled tools and facihities to meet work
requirements

Control production of work using information
technology

Maintain records of customer requirements

Allocate and schedule work

Monitor activities and respond to customer enquiries

Check ongoing quality of work and review products with
customers

- Maintain records of activities and performance

Review and improve effectiveness of use of installed
information technology

Monitor and mamntain quality of work being praduced
Monutor use of installed information tectinology with staff
Review use of information technology with staff
Implement agreed changes within own authority

Implement defined fire and health and safety

procedures in an |nformatlon technology
environment

Define additional instructions specific to local environment

Ensure staff are famihar with defined procedures and
instructions

Monttor health and safety practice

Review procedures with staff and management

by .




ndiUsers:

Levels:1-3

Implement defined commercial and legislative
requirements and procedures to maintain an
information technology environment

Define additional instructions specific to local environment
Design records to be mantained

Ensure staff are familiar with defined procedures and
nstructions

Maintain records to organisational and legisiative
requirements

Maintain and monitor activities to comply with legslative
requirements

Review procedures with staff and management

Plus 3 of the fotlowing 5 units

Create automated procedures to assist customers

Discuss and agree requirements with the customer

Document and agree the design
Create procedure(s) to meet the design
Take part in progress reviews

Create test plans and test data

Carry out tests

Create a completed procedure package for hand over

Plan and control changes to installed IT
environment

Review and define required changes in business terms

Assist user to create a change specification
Create change plans
Control implementation of changes
Participate 1n post implementation reviews and carry out
follow up checks on the completed change
Control problem escalation and review
Supervise problem resolution

‘L‘ngﬁ.,“ va \;'*‘-_’f“rs.‘ﬁ"%q:nwﬁw l Supervise problem escalation

) S '- o Analyse problem information and statistics

\ Take part in review of problem resolution procedures
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Oversee information technology training delivery to
staff

Identify individuals with training needs from records and
plans

Schedule agreed training
Make staff and resources available for agreed training

Coordinate and monitor the effectiveness of training dehvery

Maintain records of training given
Provide instruction in standards and procedures for
use of applications software

Explain the standards and procedures for carrying out work
using information technology

Demonstrate use of apphcation to meet defined standards
and procedures

Check that user has understood instruction

Additional Units

Train and support users on networked computer
application systems

Demonstrate the operation of th >onfigured network to the
user

Provide training in using applicatio.is software and
hardware configurations

Provide instruction in the disciphnes and procedures
required when working 1n a network environment

Provide instruction in data backup and recovery
Diagnose user hardware and software problems and suggest

solutions

Monitor and maintain networked or distributed
applications system

Set up and monitor routine inaintenance system

Diagnose problems through systematic testing procedures
Liaise with maintenance and repair organisations

Oversee third party system maintenance

Monitor maintenance of software and haidware

by
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BTEC - builds better qualifications for work

yd
BTEC 1s the Business & Technology Education Council. an
independent body which awards National Vocational
Qualifications (NVQs).

BTEC authorises firms or colleges to carry out NVQ tramning
and assessment. It also appoints external verifiers who
check that trainees’ work meets NVQ standards.

BTEC itself does not do NVQ training. But it constantly
monitors the providers and assessors to ensure that NVQ
trainees develop the necessary skills to the standards
required by industry.

Yout next step

A

R

%lk to the local cateets advxsory semce, of contact

Councﬂ may wo be able to help ”.
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The occupational standards for these NVQs are available
from:

ITITO, 16 Bemners Street, London W1P 3DD
Telephone: 071-580 6677

1st Edition

November 1994

Issued by the Marketing
Services Department
Order code Z-592-4

Further copies of this leaflet are avatlable free from the
Publications Despatch Unit at the address delow
Telephone' 071-413 8400
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Business & Technology Education Council
A REGISTERED CHARITY

CENTRAL HOUSE, UPPER WOBURN PLACE. LONDON WC1H OHH
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